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WENZHOU-KEAN UNIVERSITY

Job Description - Course Scheduling and Data Management

Specialist
Department: Academic Affairs Report to: Assistant Director

Responsibilities:

1. Assist course projection and course scheduling with each college;

2. Assist library to collect and purchase teaching materials;

3. Assist students with course registration, major transferring, and academic early
warning students in course planning;

4. Arrange classroom for each course;

5. Analyze statistical related to Academic Affairs and Colleges;

6. Construct Top Quality Online Course.

Qualification:

Required:

1. Master degree or above;

2. Good level of English and Chinese proficiency with fluent speaking and writing
ability, with certain data analysis skills, capable of external communication work;

3. Motivated to work at university context, and capable to work under high pressure.

Preferred:

1. Working experience in Sino-foreign cooperative university and oversea
educational background;
2. Relevant working experience in higher education institutions or organizations.



